
POSITION DESCRIPTIO}I

Class Title: Records Clerk

Depffint: Police St*us: NorExeryt

Date:

GENERAL PURPOSE

Performs a variety of routine and conrplex clerical, secretarial and adminishative w.ork in k .ptg
official records, providing adminisfative support to the police stafi md assisting the administration

.-- staffasneeded

SUPERVISION RECEIVED:

Works underthe ofthe ChiefofPolice ffidthe Cify Clerk

ST}PERVI$ON E)GRCISED

None.

ESSENTIAL DIJTIES AND RESPONSIBILITIES

Performs routine cterical and administative work in answering phones, receiving the publig providing

custorner assistance, cashiering, data processing, and bookkeeping.

Answers incoming calls and routes callers or provides infomation as required-

Operates radios as needed and assists in radio corrynunications; operates base radio as required-

Receives the public and answers questions; responds to inquiries from employees, citizens and others

and refers, vihen necesary, to 4propriate persons.

Serves as cashier including receipting ofpaynents and various other payments, and posting monies to
appropriate accounts.

Operates listed ofrce rnachines as requhed-

Prepares and monitors work orders;

Conqroses, tnres, and edits a variety of correspondenc.e, reports, nremoranda, and otler rnaterial
requiring judgnent as to content, irccurzlcy, and comFleteness.



kputs datato standard office and deparheut forms; makes sinryle postings to various reports such as I

annual reports, incident reports, crime reports; coryiles tabulated data

Prepares all reports required by various state agencies and funds.

Prepaes records zuch as notices, minrrtes, and resohrtions

Acts as custodian of deparhental docunnents and records. Establishes and maintains filing qystems,
, corfrol records and indexes using moderate independent judgmenf-

Scheduies appoinhe,nts, ad, performs other administrative and ckrical &ties.

PERIP}IERAL DUTIES

Pedorm duties of AssistarE Clerk as need€d

DESIRED MINIMTIM QUALIFICANONS

Education and E:rperieace:

(A) Graduation from a high school or GED equivalent with course work in general office
practices zuch as tJein& filing, accormting and bookkeeprng; and 

l

(B) Arry equivalent combination ofrelated education and e4perie,rce.

Necessary Knowledge, Skills anrl Abililies:

(A) Working knowledge of corrputers and elechonic data processing; working trowledge of
modern office practices and procedwes; some knowledge of accouating principles and practices;

@) Skill in operation of listed tools and equipment; and

(C) Ability to perform cashier duties accuratelg ability to efectiveiy rret and deat with th€
public; ability to comnunicade effectively verbalty and in vriting; abilty to handle sEessfut situations.

TOOLS A}ID EQLIIPMENT USED

Phone switchboard; mainfrarne conryuter tennirurl personal coryuter inchding word processing
software; copy machine; postage machine; frx machine; base radio; calculator.

PFrySICALDEMANDS

The physical demands descn:bed here are representative of those that must be met by an erryloyee to
successftlly perform the esserrtial firnctions ofthis job.



i While performing the duties ofthis jo\ the ernployee is frequently required to sit and talk or hear. The' erryloyee irs occasionally required to walk; use lund^s to foger, hmdb, or feel objects, tools, or
conhols; and reaci with hands and arms.

The eryloyee must occasional$ lift and/or move up to 25 pounds. Specific vision abilities required by
thisjob incfude clcse visbnmd the abilityto adjust focus.

WORKENWRONMENT

, The work environrnent characteristics descnbed here ae representative of those an eryloyee
encormters v&ib performing the essential firctions ofthis job.
The noise level inthe work environmelrt is usuatly quiet.

SELECTION GI.IIDELINES

Fomal application, rating of education and eryerience; oral interview and reftrence check; job related
tests maybe required.

The duties listed above are intended only as illushations of the various types of work that may be
perforned- The omission of qpecific statements of duties does not exchrde them tom the position if the
work is similar, related or a logicalassignme.fit to the position

Th9 job description does not constihrte anerryloyrnent agre€ment betuieenthe enployer and erryIoyee' and is subject to change by t.k eryloyer as the reeds of the eryiloyer and requirerents ofthe joU
change.

Eftctive Date:


